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Our  audit  of  Westfield  State  College  disclosed  the  following 
conditions  requiring  corrective  action.  Many  of  the  conditions 
noted  can  be  traced  to  inadequate  or  nonexistent  internal 
controls.  A  strong  system  of  internal  controls  is  necessary  to 
ensure  that  the  Commonwealth's  assets  are  safeguarded,  accurate 
and  reliable  accounting  data  are  prepared  and  retained, 
transactions  are  processed  as  intended  by  management,  and 
operational  efficiency  is  promoted.  The  college  needs  to  make  a 
thorough  review  of  its  internal  control  policies  and 
procedures-  Our  recommendations,  detailed  in  the  Audit  Results 
section  of  this  report,  should  be  used  to  help  pinpoint  areas 
where  new  or  strengthened  internal  control  policies  and 
procedures  should  be  formulated.  Our  recommendations  also  point 
to  areas  where  the  college  has  established  internal  control 
policies  but  would  benefit  from  stronger  compliance  with 
existing  policies.  In  its  response  the  college  indicated  that 
the  recommendations  will  be  used  to  improve  the  system  of 
internal  controls.  The  college  also  stated  that  it  has  made  a 
thorough  review  of  its  internal  control  policies  and  procedures 
and  has  begun  to  develop  new  and  better  internal  control 
policies  and  procedures. 

1.  Food  Service  Concessionaire  Contract;  Our  review  of  the  terms  7 
and  conditions  of  the  contract  between  the  college  and  its 
food  service  concessionaire  indicated  that  inadequate 
internal  controls  over  the  contract  enabled  both  parties  to 
not  comply  with  certain  contractual  obligations.  The  State 
Comptroller's  Internal  Control  Guide  for  Departments  requires 
service  contract  performance  to  be  monitored  so  that  the 
quality  and  quantity  of  services  are  examined  and  compared  to 
contractual  requirements  before  pa3mients  are  made.  The  lack 
of  adequate  internal  control  procedures  resulted  in  $1,595.60 
in  trash  disposal  costs  that  were  never  invoiced  to  the 
concessionaire,  $38,658  in  overpayments  to  the  concessionaire 
for  meal  revenues,  the  loss  of  $606  in  commission  income,  and 
the  loss  of  $600  in  utility  reimbursements  to  the 
Commonwealth.  We  also  found  that  13  months  prior  to  its 
expiration  the  contract  was  renegotiated  and  extended  for  an 
additional  four  years  without  requests  for  proposals  from 
other  food  service  vendors  being  solicited.  Since  the 
contract  was  extended  without  competitive  bids  being  sought, 
there   was   no   assurance    that    the    college   obtained    the  most 
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economical  and  highest-quality  food  services  for  its 
students,  faculty,  and  staff.  The  college  has  taken 
corrective  action  to  implement  most  of  our  audit 
recommendations  and  has  developed  a  Business  Office  Project 
Log  that  identifies  each  contractual  obligation  and  assigns 
responsibility  for  ensuring  compliance  with  all  terms  and 
conditions  of  the  food  service  contract.  The  college  stated 
that  they  are  satisfied  with  the  concessionaires  performance, 
however,  we  emphasize  in  the  future  competitive  bids  should 
be  solicited  to  ensure  that  the  college  receives  the  best 
services  at  an  economical  price. 

2.  Miscellaneous  Check  Exchange  Fund;    We  noted  that  a  lack  of  15 
adequate    internal    controls    over    the    operation    of    the  MCEF 
allowed     the     following     conditions     to     develop:     a  $76,893 
variance  in  the  fund  developed  in  prior  years   (1982-1985)  and 

was  not  resolved,  documents  to  support  the  variance  were  not 
retained,  and  Board  of  Trustee  approval  was  not  obtained 
prior  to  this  variance  being  written  off.  The  Comptroller's 
Internal  Control  Guide  for  Departments,  Section  I  B,  suggests 
that  internal  controls  be  in  place  to  ensure  that  "recorded 
accountability  for  assets  is  compared  to  existing  assets  at 
reasonable  intervals  and  appropriate  action  is  taken  with 
respect  to  any  difference."  Internal  controls  should  also 
ensure  that  "access  to  assets  is  permitted  only  in  accordance 
with  management's  authorization."  As  a  result  of  the 
inadequate  internal  controls,  a  $76,893  entry  was  made  to 
write  off  the  variance  without  adequate  supporting 
documentation  and  without  Board  of  Trustee  approval.  The 
college  in  its  response  indicated  that  it  has  sought  board 
authorization  for  the  write-off,  implemented  several  monthly 
reconciliations,  and  will  retain  supporting  documents 
relative  to  any  identified  variances. 

3.  Bank  Deposits  and  Transfers;     Inadequate  internal  controls  have  17 
allowed    for    delays    in   making    bank    deposits    and  transfers. 

Such  delays  are  contrary  to  the  policies  established  by  the 
State  Comptroller's  Policy  Manual  Outline  and  the  college's 
Financial  Policies  and  Procedures  Internal  Control  Document, 
which  require  the  prompt  depositing  of  revenue.  Also,  an 
effective  internal  control  plan  would  require  adequate 
supervision  by  management  to  ensure  that  policies  and 
procedures  are  followed.  Late  bank  deposits  have  delayed  the 
college's  and  the  Commonwealth's  use  of  their  funds. 
Untimely  bank  transfers  have  resulted  in  an  estimated  loss  of 
$37,000  in  interest  income.  In  response  to  our 
recommendations,  the  college  has  implemented  several  new 
procedures  to  ensure  that  proper  controls  are  in  place  for 
all  cash  activities. 

4.  Allocation  of  Interest  Income:     Contrary  to  the  college's  writ-  19 
ten    Supplemental    Trust    Fund    Policies,    which    require  the 
proportional   allocation   of   interest    to  all    trust   fxmds,  and 

Chapter   29,    Section   34,   of    the  General   Laws,   which  requires 
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the  payment  of  interest  on  Commonwealth  deposits,  the  college 
did  not  equitably  or  promptly  allocate  $275,318  in  interest 
earnings  to  the  Commonwealth  and  all  college  funds  held  on 
deposit.  Inequitable  interest  allocations  have  resulted  in 
$30,011  being  excessively  credited  to  the  college's  General 
Purpose  Trust  Fund  thereby  depriving  other  college  accounts 
and  the  Commonwealth  of  these  interest  earnings.  The  college 
indicated  in  its  response  that  in  April  1990  it  implemented 
an  interest  allocation  program  based  upon  actual  daily  cash 
balances  and  that  interest  earnings  were  remitted  to  the 
Commonwealth  during  fiscal  year  1991.  The  college  contends 
that  it  did  not  excessively  credit  any  interest  to  the 
General  Purpose  Trust  Fund,  however,  we  emphasize  that 
Commonwealth  tuition  and  fees  held  at  the  college  prior  to 
submission  to  the  Commonwealth  should  earn  interest  and  be 
transferred  to  the  Commonwealth. 

5.  Expenditures  of  Accovmts  Payable  Funds:       Our  tests  of  expendi-  22 
tures    from    state    appropriations    disclosed    that    $31,125  in 

fiscal  year  1989  accoxmts  payable  funds  was  used  to  satisfy 
fiscal  year  1990  obligations.  These  funds  should  have 
reverted  to  the  Commonwealth's  General  Fund.  Chapter  164, 
Section  19,  of  the  Acts  of  1989  provides  that  funds  left  over 
and  encumbered  as  of  the  close  of  the  fiscal  year  can  be  used 
for  payment  of  only  that  fiscal  year's  bills.  The  college 
indicated  in  its  response  that  it  will  take  the  measures 
necessary  to  ensure  that  all  state-appropriated  funds  are 
expended  according  to  the  State  Comptroller's  policies  and 
procedures  and  that  all  unexpended  funds,  at  the  end  of  the 
fiscal  year,  will  be  reverted  to  the  Commonwealth. 

6.  Entry  of  Certain  Financial  Transactions:      Our  review  of  inter-  23 
nal    controls    over    the    entry    of    data    into    the  Financial 

Records  System  (FRS),  the  college's  automated  accounting 
system,  indicated  that  untimely  entries  were  being  made  to 
record  bank  deposit  and  transfer  information  (up  to  a 
three-week  delay)  and  expenditures  from  state  appropriations 
(up  to  a  three-  month  delay). 

The  Comptroller's  Internal  Control  Guide  for  Departments, 
Section  I  B,  states  that  internal  accounting  controls  should 
provide  for  the  reliability  of  financial  records.  As  a 
result  of  the  inadequate  internal  control  over  data  entry, 
the  college's  financial  records  were  not  reliable,  since  they 
reflected  outdated  and  inaccurate  information.  In  response 
to  our  recommendations  the  college  has  implemented  several 
procedures  to  ensure  that  all  transactions  are  recorded  in  a 
timely  fashion  and  that  all  bank  transfers  are  entered  in  the 
FRS. 

7.  Trust  Fund  Expenditures:     The  following  issues  were  disclosed  25 
during   our   review   of    the    college's    compliance  with   its  in- 
ternal control  procedures  over  trust  fund  expenditures: 
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o  Twenty-eight  purchases,  totaling  $17,001,  did  not  have 
funds  encumbered  prior  to  pa)mient; 

o  Five  purchases,  totaling  $7,185,  did  not  have  evidence  of 
the  college's  Purchasing  Agent's  having  obtained  either  a 
verbal  or  written  price  quote;  and 

o  Nine     student     board     refunds     for     triple-room  occupancy, 

totaling  $1,846,  were  not  documented  or  approved- 
Section  B-10  of  the  college's  Financial  Policies  and 
Procedures  Internal  Control  Document  requires  funds  to  be 
encumbered  once  a  financial  obligation  is  incurred  and 
written  or  verbal  price  quotes  to  be  obtained  for  purchases 
between  $500  and  $2,000.  Also,  Section  C-1  of  this  document 
requires  approval  supporting  documents  to  be  used  as  the 
basis  for  pa3mients.  Because  the  college  did  not  comply  with 
these  requirements,  it  lacked  control  over  trust  fund 
expenditures.  Since  funds  were  spent  without  being  first 
encumbered,  financial  commitments  could  have  been  made 
without  sufficient  account  funding.  Without  soliciting  and 
keeping  on  file  written  or  verbal  bids,  the  college  cannot  be 
assured  that  the  items  were  purchased  from  the  lowest-priced 
qualified  vendor.  Also,  without  supporting  approval 
documents  for  board  refunds  being  kept  on  file,  the  college 
cannot  be  assured  that  expenditures  were  made  as  management 
had  intended.  The  college  responded  to  our  recommendations 
by  indicating  that  it  would  increase  monitoring  in  these 
areas  to  ensure  full  compliance  with  its  internal  policies. 

8.  Student  Billing  and  Receivables  System:  Contrary  to  Chapter  75,  27 
Section  13,  of  the  General  Laws,  which  requires  the  college 
to  maintain  adequate  financial  records  in  a  manner  consistent 
with  proper  accounting  procedure,  the  college's  automated 
student  billing  and  receivables  system  did  not  provide  a 
clear  audit  trail  of  adjustments  made  to  student  receivable 
balances,  15%  of  the  tuition  waiver  documents  sampled  were 
not  adequately  supported,  detailed  student  receivables  lists 
could  not  be  located,  and  student  receivables  balances  of 
$144,938  were  not  integrated  with  the  FRS.  As  a  result,  the 
college  had  little  assurance  that  the  Commonwealth  and  the 
college  trust  funds  received  all  the  revenues  to  which  they 
were  entitled.  In  response  to  our  recommendations,  the 
college  indicated  that  on  July  1,  1992  it  will  implement  a 
new  Student  Information  System  that  will  be  fully  integrated 
with  the  college's  FRS  and  that  will  produce  a  daily  audit 
trail  report  of  each  transaction.  The  college  added  that 
documentation  to  support  all  contractual  and  financial  aid 
waivers  will  be  maintained  and  on  file. 
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9.  Trust  Fund  Payroll  System;  Our  review  of  internal  controls  for 
the  Trust  Fund  Payroll  System  noted  instances  in  which 
supporting  documents  were  not  available  to  substantiate 
pajanents  made  and  revealed  that  certain  Internal  Revenue 
Service  (IRS)  requirements  were  not  complied  with.  The 
Comptroller's  Internal  Control  Guide  for  Departments,  Section 
II  E,  states  that  transactions  should  be  doctunented  to  allow 
for  an  audit  trail.  In  addition,  IRS  Form  941E  provides 
guidance  on  compliance  with  certain  IRS  regulations.  Because 
the  college  did  not  adhere  to  these  guidelines,  it  cannot 
demonstrate  the  validity  of  certain  payroll  pa5mients,  the  IRS 
has  assessed  $3,163  in  deposit  and  late  payment  penalties, 
and  certain  employees'  W-2  wages  were  incorrectly  reported 
for  calendar  year  1989.  The  college  indicated  in  its 
response  that  it  has  implemented  a  new  procedure  as  of 
January  1991  that  will  ensure  proper  and  complete 
documentation  is  received  for  each  payroll  transaction. 
Also,  the  college  indicated  that  it  has  corrected  and  issued 
new  wage  statements  for  those  that  were  determined  to  be 
incorrect  and  has  identified  and  resolved  all  federal 
withholding  variances  with  the  IRS. 

10.  Property  and  Equipment:  The  college  did  not  comply  with  its  in- 
ternal control  procedures  over  property  and  equipment 
inventory.  Specifically,  our  review  revealed  instances  in 
which  items  were  located  in  locations  other  than  those  shown 
on  the  inventory  list,  inventory  tags  were  not  affixed,  items 
could  not  be  located,  and  items  did  not  appear  on  the 
inventory  list.  As  a  result  of  this  noncompliance,  the 
college's  property  and  equipment  was  susceptible  to  theft, 
misplacement,  and  misuse.  In  response  to  our 
recommendations,  the  college  indicated  that  newly  written 
inventory  procedures,  dated  January  29,  1991,  are  being 
adhered  to,  it  will  attempt  to  locate  all  inventory  items 
during  its  annual  inventory  process,  and  it  will  establish  a 
policy  for  inventorying  items  in  residence  halls  purchased 
with  college  funds. 

FINANCIAL  STATEMENTS 

I.  Statement  of  Expenditures  vinder  Appropriation  and  Receipts 
Account  of  Income,  Fiscal  Year  Ended  June  30,  1990 

11.  Comparative  Statement  of  Budget  and  Actual  Expenditures  tmder 
Appropriation  and  Receipts  Account  of  Income, 

Fiscal  Year  Ended  June  30,  1990 

III.  Statement  of  Other  Appropriations, 
July  1,  1989  to  June  30,  1990 
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INDEPENDENT 
AUDITOR'S  REPORT 


Dr.  Ronald  Applbaum,  President 
Westfield  State  College 
Westfield,  Massachusetts  01086 

We  have  audited  Westfield  State  College's  financial  statements  for  the 
fiscal  year  ended  June  30,  1990,  as  listed  in  the  Table  of  Contents.  These 
financial  statements  are  the  responsibility  of  Westfield  State  College's 
management.  Our  responsibility  is  to  express  an  opinion  on  these  financial 
statements  based  on  our  audit. 

Except  as  discussed  in  the  fourth  paragraph,  we  conducted  our  audit  in 
accordance  with  generally  accepted  government  auditing  standards.  Those 
standards  require  that  we  plan  and  perform  the  audit  to  obtain  reasonable 
assurance  about  whether  the  financial  statements  are  free  of  material 
misstatement.  An  audit  includes  examining,  on  a  test  basis,  evidence 
supporting  the  amounts  and  disclosures  in  the  financial  statements.  An  audit 
also  includes  assessing  the  accounting  principles  used  and  significant 
estimates  made  by  management,  as  well  as  evaluating  the  overall  financial 
statement  presentation.  We  believe  that  our  audit  provides  a  reasonable  basis 
for  our  opinion. 

As  described  in  the  Notes  to  Financial  Statements,  No.  1,  Westfield  State 
College's  records  are  maintained  on  a  basis  of  accounting  prescribed  by  the 
Commonwealth  of  Massachusetts,  which  is  a  comprehensive  basis  of  accounting 
other  than  generally  accepted  accounting  principles. 
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We  did  not  examine  Westfield  State  College's  financial  transactions  for 
the  period  April  1,  1987  to  June  30,  1989.  (See  Supplementary  Information, 
No.  2.) 

In  our  opinion,  except  for  the  effects,  if  any,  of  the  matter  referred  to 
in  the  preceding  paragraph,  the  financial  statements  referred  to  in  the  first 
paragraph  above  present  fairly,  in  all  material  respects,  the  financial 
activity  of  Westfield  State  College  for  the  fiscal  year  then  ended  in 
conformity  with  the  basis  of  accovmting  prescribed  by  the  Commonwealth  of 
Massachusetts . 

Our  examination  was  made  for  the  purpose  of  forming  an  opinion  on  the 
financial  statements  taken  as  a  whole.  The  Schedule  of  the  Status  of  Fiscal 
Year  1989  Accounts  Payable  and  the  Schedule  of  Federal  Funds  are  presented  for 
purposes  of  additional  analysis  and  are  not  a  required  part  of  the  financial 
statements.  The  Schedule  of  the  Status  of  Fiscal  Year  1989  Accounts  Payable 
has  been  subjected  to  the  auditing  procedures  applied  in  the  examination  of 
the  financial  statements  and,  in  our  opinion,  is  fairly  stated  in  all  material 
respects  in  relation  to  the  financial  statements  taken  as  a  whole.  The 
Schedule  of  Federal  Funds  was  also  subjected  to  the  auditing  procedures 
applied  in  the  examination  of  the  financial  statements;  however,  because  we 
did  not  test  for  compliance  with  applicable  federal  laws  and  regulations,  we 
express  no  opinion  on  the  schedule. 


May  13,  1991 


Auditor  of  the  Commonwealth 
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REPORT  ON  ADEQUACY  OF  INTERNAL  CONTROL  SYSTEM 

We  have  examined  Westfield  State  College's  financial  statements  for  the 
fiscal  year  ended  June  30,  1990  and  have  issued  our  report  thereon  dated  May 
13,  1991.  As  part  of  our  examination,  we  made  a  study  and  evaluation  of  the 
system  of  internal  accounting  control  of  Westfield  State  College  to  the  extent 
we  considered  necessary  to  evaluate  the  system  as  required  by  generally 
accepted  government  auditing  standards.  For  the  purpose  of  this  report,  we 
have  classified  the  significant  internal  accounting  controls  in  the  following 
categories : 

Cash 

Revenues  and  receivables 

Purchasing  and  receiving 

Cash  disbursements  and  expenditures 

Payroll 

Property  and  equipment 

Our  study  and  evaluation  included  all  of  the  control  categories  listed 
above.  The  purpose  of  our  study  and  evaluation  was  to  determine  the  nature, 
timing,  and  extent  of  the  auditing  procedures  necessary  for  expressing  an 
opinion  on  Westfield  State  College's  financial  statements.  Our  study  and 
evaluation  was  more  limited  than  would  be  necessary  to  express  an  opinion  on 
the  system  of  internal  accounting  control  taken  as  a  whole  or  on  any  of  the 
categories  of  controls  identified  above. 

The  management  of  Westfield  State  College  is  responsible  for  establishing 
and  maintaining  a  system  of  internal  accounting  control.  In  fulfilling  this 
responsibility,  estimates  and  judgments  by  management  are  required  to  assess 
the  expected  benefits  and  related  costs  of  control  procedures.  The  objective 
of  a  control  system  is  to  provide  management  with  reasonable,  but  not 
absolute,  assurance  that  (1)  assets  are  safeguarded  against  loss  from 
unauthorized  use  or  disposition  and  (2)  transactions  are  executed  in 
accordance  with  management's  authorization  and  are  recorded  properly  to  permit 
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the preparation  of  financial  statements  in  accordance  with  the  Commonwealth's 
accounting  system.  Because  of  inherent  limitations  in  any  system  of  internal 
accounting  control,  errors  or  irregularities  may  nevertheless  occur  and  not  be 
detected.  Also,  projection  of  any  evaluation  of  the  system  to  future  periods 
is  subject  to  the  risk  that  procedures  may  become  inadequate  because 
conditions  may  change  or  the  degree  of  compliance  with  the  procedures  may 
deteriorate . 

Our  study  and  evaluation,  conducted  for  the  limited  purpose  described  in 
the  second  paragraph,  would  not  necessarily  disclose  all  material  weaknesses 
in  the  system.  Accordingly,  we  do  not  express  an  opinion  on  Westfield  State 
College's  system  of  internal  accounting  control  taken  as  a  whole  or  on  any  of 
the  categories  of  controls  identified  in  the  first  paragraph.  However,  our 
study  and  evaluation  disclosed  the  following  conditions  that  we  believe  result 
in  more  than  a  relatively  low  risk  that  errors  or  irregularities  in  amounts 
that  would  be  material  in  relation  to  the  financial  statements  of  Westfield 
State  College  may  occur  and  not  be  detected  within  a  timely  period.  As  is 
described  in  the  Audit  Results  section  of  this  report,  the  college  did  not 
have  an  adequate  system  of  internal  controls  in  place  to  ensure  that  the 
Commonwealth's  assets  are  safeguarded,  accurate  and  reliable  accounting  data 
are  prepared  and  retained,  transactions  are  processed  as  intended  by 
management,  and  operational  efficiency  is  promoted.  These  conditions  were 
considered  in  determining  the  nature,  timing,  and  extent  of  the  audit  tests  to 
be  applied  in  our  examination  of  the  June  30,  1990  financial  statements,  and 
this  report  does  not  affect  our  report  on  these  financial  statements  dated  May 
13,  1991. 

This  report  is  intended  solely  for  the  use  of  Westfield  State  College's 
management.  This  restriction  is  not  intended  to  limit  the  distribution  of 
this  report,  which  is  a  matter  of  public  record. 


AUDITOR  OF  THE  COMMONWEALTH 


STATE  HOUSE,  BOSTON  02133 


A.  JOSEPH  DeNUCCI 


AUDITOR 


TEL  (617)  727-2075 
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REPORT  ON  COMPLIANCE  WITH  APPLICABLE  LAWS  AND  REGULATIONS 
We    have    audited    Westfield    State    College's    financial    statements   for  the 
fiscal  year  ended   June   30,    1990  and  have  issued  our  report  thereon  dated  May 


We  conducted  our  audit  in  accordance  with  generally  accepted  government 
auditing  standards.  Those  standards  require  that  we  plan  and  perform  the 
audit  to  obtain  reasonable  assurance  about  whether  the  financial  statements 
are  free  of  material  misstatement. 

Compliance  with  laws,  regulations,  contracts,  and  grants  applicable  to 
Westfield  State  College  is  the  responsibility  of  the  college's  management.  A.s 
part  of  obtaining  reasonable  assurance  about  whether  the  financial  statements 
are  free  of  material  misstatement,  we  performed  tests  of  college's  compliance 
with  certain  provisions  of  laws,  regulations,  contracts,  and  grants.  However, 
our  objective  was  not  to  provide  an  opinion  on  overall  compliance  with  such 
provisions . 

The  results  of  our  tests  indicate  that,  with  respect  to  the  items  tested, 
Westfield  State  College  complied,  in  all  material  respects,  with  the 
provisions  referred  to  in  the  preceding  paragraph.  With  respect  to  items  not 
tested,  nothing  came  to  our  attention  that  caused  us  to  believe  that  Westfield 
State  College  had  not  complied,  in  all  material  respects,  with  those 
provisions. 


13,  1991. 
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We  did,  however,  note  certain  instances  of  noncompliance  that  we  have 
reported  to  the  management  of  Westfield  State  College  in  the  Audit  Results 
section  of  this  report. 

This  report  is  intended  for  the  information  of  college's  management.  This 
restriction  is  not  intended  to  limit  the  distribution  of  this  report,  which  is 
a  matter  of  public  record. 


May  13,  1991 
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AUDIT  RESULTS 

Introduction 

Our  audit  of  Westfield  State  College  disclosed  several  conditions 
requiring  corrective  action.  Many  of  the  conditions  noted  can  be  traced  to 
inadequate  or  nonexistent  internal  controls.  A  strong  system  of  internal 
controls  is  necessary  to  ensure  that  the  Commonwealth's  assets  are 
safeguarded,  accurate  and  reliable  accounting  data  are  prepared  and  retained, 
transactions  are  processed  as  intended  by  management,  and  operational 
efficiency  is  promoted.  The  college  needs  to  make  a  thorough  review  of  its 
internal  control  policies  and  procedures.  Our  recommendations  should  be  used 
to  help  pinpoint  areas  where  new  or  strengthened  internal  control  policies  and 
procedures  should  be  formulated.  Our  recommendations  also  point  to  areas 
where  the  college  has  established  internal  control  policies  but  would  benefit 
from  stronger  compliance  with  existing  policies. 

Auditee's  Response: 

Since  the  audit  review,  the  college  has  made  a  thorough  review  of  its 
internal  control  policies  and  procedures.  And  this  review  is  part  of 
an  ongoing  process  within  the  administration  and  finance  division  of 
the  college.  We  believe  that  the  audit  results  section  of  this 
report  provides  recommendations  which  can  improve  our  system  of 
internal  control.  And  we  have  already  begun  developing  new  and 
better  internal  control  policies  and  procedures.  We  also  agree  that 
operational  policies  and  procedures  are  only  effective  if  they  are 
scrupulously  adhered  to  through  the  appropriate  activities  by  the 
responsible  campus  personnel. 

1 .     Food  Service  Concessionaire  Contract 

Our  review  of  the  terms  and  conditions  of  the  contract  between  the  college 

and    its    food    service    concessionaire    indicated    that    (A)    inadequate  internal 

controls    over    the    contract    enabled   both   parties    to   not    comply   with  certain 


contractual  obligations, 
contract   was  renegotiated 
the    college's  soliciting 
vendors . 


and     (B)     13    months  prior 


requests    for  proposals 


to    its    expiration,  the 
four   years  without 
from    other    food  service 


and   extended    for   an  additional 


91-185-1 


-8- 


(A)  Inadequate  Internal  Controls  over  the  Contract:  Our  review  indicated 
that  a  lack  of  adequate  internal  controls  over  the  food  concessionaire 
contract  terms  resulted  in  $1,595«60  in  trash  disposal  costs  never  invoiced  to 
the  concessionaire,  $38,658  in  college  overpayments  to  the  concessionaire  for 
meal  revenues  collected  from  students,  the  loss  of  $606  in  commission  income 
to  the  college,  and  the  loss  of  $600  in  utility  reimbursements  to  the 
Commonwealth. 

The  State  Comptroller's  Internal  Control  Guide  for  Departments  establishes 

general  internal  control  standards  for  all  departments  within  the  Commonwealth 

and  provides  specific  objectives  and  activities  to  enable  departments  to  meet 

those  standards.     The  guide  states  that  "before  paying  you  should  examine  the 

quantity     and     quality     of     the     services     received     and     certify  contractual 

performance"   and  recommends  the  following  specific  control  activities  for  the 

receipt  of  services: 

o  Establish  systems  to  monitor  large  or  lengthy  contracts  (e.g., 
progress  reports  with  departmental  verification). 

o  Designate  an  individual  to  verify  receipt  for  services  before 
authorizing  payment  for  the  services.  These  two  responsibilities 
should  not  be  held  by  the  same  individual. 

Such  verification  should  include: 

clerical  accuracy; 

meeting  of  contract  guidelines; 

payments  made  for  contracted  amounts; 

pajrments  are  for  acceptable  quality  services; 

pajonents  are  made   only  for  services  that  have  already  been 

rendered. 

o  Designate  an  individual  to  determine  that  contractual  obligations 
were  fulfilled  before  making  the  final  payment  to  contractors.  To 
facilitate  this,  you  should  use  procedures  such  as  performance 
bonds,  percentage  of  payment  held  over  until  approved,  etc.  to 
enhance  vendor  accountability. 

We    found     that     the     lack    of    such    administrative    controls,     which  are 

necessary  to  ensure  that  all  contractual  provisions  are  complied  with,  enabled 
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both  the  college  and  the  food  service  concessionaire  to  not  comply  with  the 
following  contractual  obligations. 

a.  The  college  did  not  provide  us  with  any  documentation  indicating  that  a 

required    $600    annual     utility    reimbursement    had    ever    been    made    by  the 

concessionaire  and  deposited  with  the   State  Treasurer  as   is   required  by  the 

following  section  of  the  contract: 

(3)  The  College  will  furnish  reasonable  heat  for  the  space 
occupied  during  those  months  that  it  is  customary  to  furnish  heat 
in  buildings  of  the  nature  provided  to  the  Concessionaire  by  the 
College,  as  well  as  the  following  additional  utilities:  Gas, 
Light,  Steam  and  Electric  Power  for  food  processing.  For  these 
services,  this  Concessionaire  will  pay  the  College  the  sum  of  Six 
Hxindred  Dollars  ($600)  annually,  on  or  before  December  31,  of  each 
year  that  this  contract  is  in  force.  The  check  will  be  made 
payable  to  Westfield  State  College  and  mailed  to  the  College  where 
it  will  be  deposited  with  the  Treasurer  of  the  Commonwealth. 

b.  The    college    never    billed    the    concessionaire    for    $1,595.60    of  trash 

disposal   attributable    to    the   concessionaire's    campus    center   snack  bar.  The 

contract  states,  in  part,  as  follows: 

(6)  The  Concessionaire  shall  make  provisions  for  the  daily 
disposal  of  trash  and  garbage  within  the  concession  area  and  shall 
provide  proper  metal  receptacles  for  the  removal  of  trash  and 
garbage  from  these  areas  to  an  area  for  the  ultimate  disposal 
designated  by  the  College.  The  College  will  invoice  the 
Concessionaire  semi-annually  for  the  cost  of  providing  the 
ultimate  disposal  of  trash  and  garbage. 

c.  Until  we  requested  a  financial  statement,  the  food  service 
concessionaire  did  not  provide  such  a  statement  to  the  college.  The 
submission  of  this  statement  is  required  by  the  following  section  of  the 
contract : 

(8,  9)  The  Concessionaire  further  agrees  to  maintain  adequate 
books  of  accoxant  pertaining  to  the  financial  status  and  conduct  of 
the  concession  and  to  render  a  financial  statement  to  the  College 
within  ninety  (90)  days  of  the  close  of  each  school  year. 
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from  the  dates  established  in  the  contract;  also,  for  the  fall  1989  and  spring 
1990     semesters      the     concessionaire     was     overpaid     $23,802     and  $14,856, 
respectively.     The  contract  states,  in  part,  as  follows: 

(11)  The  college  will  pay  to  the  Concessionaire  from  revenues 
collected  from  students  on  the  mandatory  meal  plan  according  to 
the  following  schedule: 

Semester  Date  %  of  Total  Gross  Receipts 

Fall  September  15  33.3* 

November  15  33.3* 
January  15  33. 3# 

Spring  February  1  33.3* 

March  30  33.3* 
May  30  33.3/^ 

*Based    on    estimated    total    gross    receipts    for    the    semester    to  be 
determined  by  the  college. 

/^Based  on  total  gross  receipts,  including  adjustments. 

According   to   the   FRS,   as   of   June   30,    1990   college   payments   and  revenues 

collected  from  students  were  as  follows: 

 Payment   Dining 

Revenue  Overpa)mient 


Semester 

Dfite 

Amount 

(bv  Semester) 

bv  Semester 

Fall 

10-10-89 

$ 

303,311 

11-30-89 

303,311 

01-18-90 

306.928 

$ 

913,550 

$  889,748 

$23,802 

Spring 

03-14-90 

$ 

570,783 

05-24-90 

269,087 

$ 

839.870 

825.014 

14.856 

Total 

$1 

.753.420 

$1,714,762 

$38,658 

While  the 

audit    was  in 

progress,  c 

ollege    officials  and 

representatives 

from  the  food  service  company  were  in  the  process  of  reconciling  the  board 
pajmients  for  fiscal  year  1990.     After  our  audit  field  work  was  completed,  the 
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two  parties  entered  into  an  agreement  pertaining  to  the  discrepancy  in  board 
billing  whereby  the  college  received  a  $21,813  settlement  on  February  11, 
1991.  Although  the  college  has  not  indicated  why  it  settled  for  $16,845  less 
than  was  owed,  we  do  know  that  the  college's  billing  and  receivables  system 
indicated  that  board  payments  of  $16,431  were  owed  by  students  as  of  Jvine  30, 
1990. 

e.  According  to  the  FRS,  the  concessionaire's  $36,542  payment  for  the  fall 
1989  semester  service  charge  was  not  received  by  the  college  until  February  2, 
1990,  and  this  payment  included  $18,187  that  should  have  been  paid  to  the 
college  during  October  1989.  Even  though  the  concessionaire  pa3nTient  for  the 
spring  1990  semester  service  charge  was  made  in  two  installments,  the  first 
installment  of  $16,851  was  received  six  weeks  late.  The  contract  states,  in 
part,  as  follows: 

(13)  Payment  of   the  charge  by  the  concessionaire  shall  be  made  as 
follows : 

Fifty  percent  (50%)  of  the  charge  based  on  Estimated  Gross 
Receipts  for  each  semester,  to  be  paid  within  30  days  from  the 
first  day  of  classes  of  said  semester,  and  balance  of  the  charge 
based  on  Actual  Gross  Receipts  of  each  semester,  to  be  paid  within 
30  days  of  the  1st  day  of  final  examination  of  said  semester. 

f.  In  addition  to  its  operating  the  college's  dining  hall  for  students 
living  on  campus,  the  food  service  concessionaire  runs  two  cafeterias  and 
caters  college  functions.  We  found  that  commissions  on  its  cafeteria  sales 
were  miscalculated  and,  as  a  result,  the  college  was  underpaid  by  $606. 

g.  Contrary  to  Section  4  of  the  Agreement  of  Extension,  the  concessionaire 
did  not  submit  to  the  college  President  a  detailed  description  of  dining  room 
equipment  it  proposed  to  purchase  and  install.  Also,  we  were  informed  by  a 
college  official  that  although  there  was  no  written  approval  from  the 
President,  the  equipment  purchased  by  the  concessionaire  was  verbally  approved 
by  the  college.     The  agreement  required  the  concessionaire  to  purchase  $10,000 
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in  dining  room  equipment;  we  found   that   70  Windsor  side  chairs  costing  $5,600 

and    an    industrial    silverware    washer/dryer    costing    $3,571    were  purchased. 

Sales  tax  of  $280  and  freight  charges  of  $668  brought  the  total  cost  of  these 

items    to    $10,119.      In    the    absence    of    a    detailed    concessionaire  purchase 

proposal  and  written  approval  by  the  college  President,   it  is  unclear  whether 

the   concessionaire   complied   with   the   equipment   purchase   requirements   of  the 

agreement.     The  agreement  states,  in  part,  as  follows: 

(h)  During  the  period  ending  on  June  thirtieth,  1990,  the 
Concessionaire  shall  purchase  and  install  in  the  dining  commons  at 
the  college  dining  room  equipment  costing  in  the  aggregate  no  less 
than  Ten  Thousand  Dollars  ($10,000.00).  On  or  before  September  1, 
1989,  the  Concessionaire  shall  submit  to  the  college,  which 
submission  shall  be  made  to  the  President  thereof,  a  detailed 
description  of  the  equipment,  with  the  cost  thereof,  that  the 
Concessionaire  proposes  to  purchase  and  install  pursuant  to  the 
provisions  of  this  paragraph  A,  together  with  a  like  description 
of  the  manner  and  location  of  such  installation;  and  no  such 
equipment  shall  be  installed  by  the  Concessionaire  until  the 
college,  acting  by  its  President,  shall  have  approved  the  same  in 
writing. 

(B)  Contract  Extended  without  Other  Proposals  Being  Solicited;  On  July 
1,  1985  the  college  entered  into  a  five-year  contract  through  June  30,  1990 
with  a  food  service  vendor.  On  May  1,  1989,  13  months  prior  to  the  contract's 
expiration,  both  parties  executed  an  agreement  to  extend  the  original  contract 
for  an  additional  four  years  through  June  30,  1994.  The  college  agreed  to  the 
extension  without  soliciting  requests  for  proposals  from  other  food  service 
vendors . 

College  officials  stated  that  the  food  service  concessionaire  approached 
them  in  February  1989  and  suggested  that  it  would  be  in  the  interest  of  both 
parties  to  extend  the  existing  contract  through  June  30,  1994.  The 
concessionaire  proposed  to  freeze  the  current  semester  rate  for  the  19-meal 
plan,  and  offer  flexibility  in  meal  plan  selections  with  a  new  14-meal  plan. 
In  a  letter  to  the  Chancellor  of  the  Board  of  Regents,   the  Acting  President  of 


Westfield  State  College   stated   that   the   college  was  very  satisfied  with  the 
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overall  performance  of  the  vendor  in  terms  of  the  qiiality  of  the  dining 
program  provided  as  well  as  the  positive  working  relationship  developed  and 
that  he  planned  to  recommend  to  the  college's  Board  of  Trustees  that  the 
contract  be  extended.  The  proposed  contract  extension  was  approved  (after 
review  and  discussion)  by  the  Board  of  Trustees,  the  college's  legal  counsel, 
the  student  food  service  committee,  and  the  student  senate. 

Prudent  business  practices  advocate  that  the  college  attempt  to  obtain  the 
most  economical  and  highest-quality  food  services  for  its  students,  faculty, 
and  staff.  Since  the  college  did  not  solicit  requests  for  other  proposals, 
the  college  cannot  be  assured  that  it  received  the  optimum  food  service  plan. 

Recommendation; 

(A)  The  college  should  establish  adequate  administrative  controls  and 
procedures  in  order  to  ensure  compliance  with  the  terms  and  conditions  of  its 
food  service  contract  by: 

1.  Designating  an  individual  to  determine  that  all  contractual 
obligations  (i.e.,  annual  financial  statements  are  filed  by  the 
concessionaire)  are  fulfilled  prior  to  making  the  final  pa3mient  to 
the  concessionaire, 

2.  Reconciling  financial  data  provided  by  the  concessionaire  with  data 
reflected  in  the  college's  Financial  Records  System, 

3.  Obtaining  the  $600  utility  reimbursement  payment  due  the 
Commonwealth  from  the  concessionaire  for  fiscal  year  1990  and  any 
other  years, 

4.  Researching  its  board  pa3nnents  made  to  the  concessionaire  for 
previous  years  and  seek  to  recover  any  additional  overpajrments , 

5.  Billing  trash  removal  costs  from  the  concessionaire  for  fiscal  year 
1990  and  for  all  previous  years  not  paid  by  the  vendor. 
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6.  Obtaining  timely  pa)rment  of  service  charges  from  the  concessionaire, 

7.  Billing  the  concessionaire  for  the  $606  that  was  due  to  a  clerical 
error . 

(B)  The  college  should  refrain  from  entering  into  any  future  long-term 
contracts  without  soliciting  proposals  from  other  vendors  in  order  to  ensure 
that  the  college  receives  the  most  economical  and  highest-quality  service. 

Auditee's  Response: 

Effective  July  1,  1991,  the  Director  of  the  Business  Office  and  the 
Bursar  are  responsible  for  insuring  that  all  contractual  obligations 
are  met  prior  to  the  final  semester  pa)Tnent.  The  Bursar  is 
responsible  for  verifying  the  receipt  of  services  and  the  Director  of 
the  Business  Office  is  responsible  for  authorizing  the  pasrment  of 
services.  A  Business  Office  Project  Log  has  been  developed  that 
identifies  each  contractual  obligation  and  its  due  date. 

The  College  has  received  financial  statements  from  the  concessionaire 
for  all  fiscal  years  of  the  current  contract.  All  such  statements 
are  on  file  in  the  Westfield  State  College  Treasurer's  Office. 

Effective  July  1,  1991,  the  College  reconciles  the  financial  data 
between  the  concessionaire  and  the  College's  Student  Receivable 
System  at  the  end  of  each  semester  prior  to  the  final  payment.  With 
the  implementation  of  the  new  Student  Information  System  on  July  1, 
1992,  the  College  will  reconcile  the  financial  data  provided  by  the 
concessionaire  with  financial  data  in  the  College's  Student 
Receivable  and  in  the  College's  General  Ledger. 

The  College  has  received  a  $600  annual  payment  from  the 
concessionaire  for  all  fiscal  years.  These  monies  have  been 
forwarded  to  the  State  Treasurer.  In  addition,  this  task  was  added 
to  the  Business  Office  Project  Log  to  ensure  it  is  completed  annually 
and  on  a  timely  basis. 

During  the  month  of  January,  1991,  the  previous  Director  of  Fiscal 
Affairs  and  the  local  manager  for  the  concessionaire,  completed  a 
thorough  and  detailed  audit  of  the  Fall,  '89  and  Spring,  '90 
semesters.  Each  student  was  traced  from  the  College's  receivable 
system  to  the  concessionaire's  billing  system.  Both  parties  agreed 
and  concluded  in  February  1991  that  the  overpayment  was  $21,813.25. 
The  College  has  received  a  payment  for  this  amount  from  the 
concessionaire.  The  letter  of  reconciliation,  signed  by  the 
College's  Vice  President  of  Administration  and  Finance  and  Seller's 
Vice  President  for  Administration  and  Finance  agreed  to  the  above 
amount  as  a  final  settlement  to  the  overpayment  discrepancy. 
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As  a  consequence  of  the  Audit,  the  College  has  billed  and  collected 
trash  disposal  charges  of  $776. 2A  and  $819.36  from  the  concessionaire 
for  fiscal  years  1990  and  1991  respectively.   .   .  . 

The  College  recognizes  that  the  semester  bills  to  the  concessionaire 
were  late.  Consequently,  the  commission  pajmients  [service  charges] 
from  the  concessionaire  to  the  College  were  also  late.  Since  the 
Audit,  the  billing  and  payment  dates  have  been  added  to  the  Business 
Office  log  and  the  Bursar  and  the  Director  of  the  Business  Office  are 
responsible  for  their  timely  processing. 

The  $606  underpa3anent  for  cafeteria  sales  was  a  clerical  error  made 
by  the  concessionaire  and  was  discovered  during  the  time  of  the 
audit.  As  a  result  of  the  audit,  the  College  now  checks  and  verifies 
all  calculations  submitted  on  bills  and  payments  by  the 
concessionaires  before  the  commission  checks  are  processed. 

The  Auditor's  Report  states,  that  Westfield  State  College  Board  of 
Trustees  approved  a  five-year  extension  to  an  existing  contract  with 
the  [concessionaire]  after  review  and  discussion  by  the  Board,  legal 
counsel,  the  student  food  service  committee,  the  student  senate,  the 
College  President,  and  the  Chancellor  of  the  Board  of  Regents.   .   .  . 

The  acting  president  stated  in  writing  the  College's  overall 
satisfaction  with  the  concessionaire.  The  contract  extension 
occurred  prior  to  the  opening  of  the  new  dining  commons  in  1989  and 
ensured  that  the  new  facility  would  be  operated  by  a  proven  and 
trusted  vendor.   .   .  . 

Auditor's    Reply;      We    emphasize    that    in    the    future    the    college  should 
solicit  proposals  from  other  vendors   to  ensure  that  the  college  receives  the 
best  services  possible  and  at  an  economical  price. 
2.    Miscellaneous  Check  Exchange  Fund 

Our     review     of     the     internal     controls     in     place     over     the  college's 

Miscellaneous    Check   Exchange    Fiind    (MCEF)    revealed   deficiencies    that  allowed 

the  following  conditions  to  develop: 

o    A  $76,893  variance  in  the  MCEF  developed  in  prior  years   (1982  -  1985) 
and  was  not  resolved, 

o    After   the  variance   developed,    supporting   documents  were   not  retained, 
and 

o    Board  of  Trustee  approval  was  not  obtained  prior  to  this  variance  being 
written  off. 
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The  MCEF  is  intended  to  function  as  a  zero-balance  account  and  was  used  to 
collect  and  disburse  funds  for  college-sponsored  trips,  make  temporary  loans 
to  financial  aid/scholarship  recipients,  and  make  temporary  loans  to  other 
trust  funds  and  federal  accounts  until  revenues  for  those  accounts  were 
received. 

The  State  Comptroller's  Internal  Control  Guide  for  Departments,  Section  I 
B,  discusses  some  of  the  objectives  of  internal  accounting  control  systems. 
This  section  suggests  that  there  be  controls  to  reasonably  ensure  that 
"recorded  accountability  for  assets  is  compared  with  the  existing  assets  at 
reasonable  intervals  and  appropriate  action  is  taken  with  respect  to  any 
difference."  It  further  states  that  internal  controls  should  ensure  "access 
to  assets  is  permitted  only  in  accordance  with  management's  authorization." 

We  found  that  the  reasons  for  the  college's  lack  of  compliance  with  the 
Comptroller's  guide  were: 

a.  Personnel  who  previously  reconciled  the  MCEF  reconciled  it  to  the 
variance  figure  from  fiscal  year  1986  until  the  account  was  closed  in 
fiscal  year  1990. 

b.  College  personnel  stated  that  during  1986,  many  records,  some 
pertaining  to  this  account,  were  made  available  to  outside  parties 
under  the  Freedom  of  Information  Act.  After  the  records  were  reviewed 
by  the  outside  parties,  it  was  discovered  that  certain  records  could 
not  be  located.  College  staff  attempted  to  determine  the  account 
variance,  but  could  not  because  all  documents  necessary  for  a 
reconciliation  of  the  account  were  not  available. 

c.  A  college  employee  thought  he  did  not  need  board  approval  for  writing 
off  variances  by  using  adjusting  entries.  In  order  to  bring  the  MCEF 
account  into  balance,  he  expensed  funds  from  an  account  (Program  of 
Continuing  Education-Day  Allocation)  having  a  surplus. 

As  a  result  of  the  lack  of  internal  controls,  a  $76,893  entry  was  made  to 
write  off  the  variance  in  the  MCEF  without  adequate  documentation  to  support 
the  variance  and  without  the  Board  of  Trustee's  (management's)  approval. 

Recommendation;  The  college  should  strengthen  its  system  of  internal 
accounting  controls  to  ensure  that: 
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a.  Any  variances  from  reconciliations  conducted  are  properly  resolved, 

b.  Supporting  documents  pertaining  to  variances  are  controlled  and 
retained  until  the  variance  is  resolved,  and 

c.  Board  of  Trustee  approval  is  sought  for  any  significant  and  unresolved 
variance  that  is  written  off.  The  i76,893  previously  written  off 
should  be  approved  by  the  Board  of  Trustees. 

Auditee's  Response: 

Effective  July  1,  1991,  the  College  has  identified  and  implemented 
several  monthly  reconciliations.  A  log  of  these  projects  is 
maintained  by  the  Director  of  the  Business  Office.  Each 
reconciliation  is  thoroughly  reviewed.  Variances  are  noted  and  the 
reconciliation  is  initiated,  dated  and  returned  to  the  originator. 
Supporting  document [at ion]  pertaining  to  any  variance  is  recorded 
and  is  maintained  on  file  in  the  Business  Office. 

The  College  has  recommended  a  motion  to  the  Board  of  Trustees  for  the 
May  4,  1992  meeting  authorizing  the  July  11,  1990  journal  entry 
J000244  used  to  charge  off  the  $76,893  variance  in  the  MCEF  account. 

3 .     Bank  Deposits  and  Transfers 

Our  review  disclosed  that  the  college  lacked  adequate  processing  controls 
over  bank  deposits  and  transfers  of  state  and  college  trust  funds.  We  found 
that  bank  deposits  during  January  1990,  a  peak  revenue  collection  period,  were 
delayed  as  much  as  one  week.  We  also  found  similar  delays  in  the  making  of 
bank  account  transfers. 

Section  6.2.1  of  the  State  Comptroller's  Policy  Manual  Outline  states,  in 
part : 

All  monies  received  should  be  deposited  with  the  State  Treasurer,  or 
in  a  local  bank  account  approved  by  the  State  Treasurer,  on  a  daily 
basis . 

Monies  received  should  be  reported  to  the  Comptroller  upon  receipt. 

The  college's  Financial  Policies  and  Procedures  Internal  Control 
Document  also  requires  the  prompt  depositing  of  revenue.  Section  D  of 
this  manual  states,  in  part: 
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All  State-Appropriated  Revenue  is  received  by  the  Business  Office 
staff.  The  staff  deposits  these  funds  into  a  bank  account.  The 
State  Treasurer's  Office  electronically  transfers  these  funds  daily 
from  the  College  account  to  the  State  Treasurer's  account. 

Non-Appropriated  Fund  receipts  are  received  in  the  Business  Office 
and  deposited  to  the  bank.  The  receipts  are  batched  daily  for  entry 
into  FRS. 

Furthermore,  an  effective  internal  control  plan  requires  adequate 
supervision  by  management  to  ensure  that  policies  and  procedures  are  followed. 

Untimely  deposits  have  delayed  the  Commonwealth's  and  the  college's  use  of 
their  funds.  Untimely  bank  transfers  have  resulted  in  the  loss  of  substantial 
interest  earnings.  During  the  period  January  23,  1990  to  April  2,  1990, 
surplus  funds  were  not  transferred  into  interest-bearing  accounts  and,  as  a 
result,  approximately  $37,000  in  interest  earnings  was  lost.  Moreover, 
untimely  transfers  resulted  in  insufficient  funds  in  college  bank  accounts  to 
cover  payroll  checks  and  payments  to  its  vendors. 

College  personnel  indicated  that  untimely  deposits  were  due,  in  part,  to  a 
malfunctioning  cash  register,  which  necessitated  that  additional  manual  work 
be  done.  Although  this  may  be  true,  we  believe  that  the  lack  of  adequate 
supervision  contributed  to  the  condition. 

Recommendation ;  In  order  to  achieve  adequate  internal  control  over  bank 
deposits  and  transfers,  the  college  must  provide  proper  supervision  over  work 
performed  by  its  staff  members.  Adequate  and  regular  supervision  will  assist 
the  college  in  making  timely  bank  deposits  and  transfers. 

Auditee's  Response: 

Since  the  Audit,  the  College  has  implemented  several  new  procedures 
to  ensure  that  the  proper  controls  are  in  place  for  all  cash 
activities.      Internal    controls    for    the    transfer    of    cash    from  the 
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checking  account  to  the  investment  accounts  are  in  place  that  will 
ensure  that  minimuin  cash  balances  are  maintained  and  that  earnings 
are  maximized.  First,  the  College  has  consolidated  all  of  the  bank 
accounts  into  one  interest  bearing  account.  Second,  an  additional 
cash  register  has  been  added  to  the  Business  Office  to  assist  with 
the  daily  deposits.  Third,  a  personal  computer  application  has  been 
implemented  to  provide  daily  transfers  of  cash  to  be  invested. 
Fourth,  a  reorganization  of  the  Business  Office  has  been  completed 
that  has  separated  collection  and  deposit  activities  from  the 
reconciliations,  daily  supervisory  responsibilities  have  been 
assigned;  and  finally,  monthly  reconciliations  have  been  implemented 
to  identify  any  cash  variances. 

4.    Allocation  of  Interest  Income 

We  found  that  the  college  did  not  proportionately  or  promptly  allocate 
$275,318  in  interest  earned  from  its  main  bank  account  to  the  Commonwealth  and 
to  all  college  funds  held  on  deposit  prior  to  April  1990. 

In  conjunction  with  the  Board  of  Regents'    issuance  of   "Standards   for  the 

Expenditure   of   Trust   Funds,"   the   college   established   Supplemental   Trust  Fund 

Policies.     Section  VII  of  these  policies  states,  in  part: 

Interest   earned   on  Trust   Funds   shall  be  allocated   proportionally  to 
all  funds. 

State     law     requires     payment     of     interest     on     Commonwealth  deposits. 

Specifically,  Chapter  29,  Section  34,  of  the  General  Laws,  states,  in  part: 

State  officers,  departments,  institutions  and  other  agencies  may 
deposit  any  portion  of  the  public  monies  in  their  possession  in  such 
national  banks,  trust  companies  or  banking  companies,  lawfully  doing 
business  in  the  commonwealth,... 

All    interest    received    on   any   deposits    under    this    section    shall  be 
paid  to  the  commonwealth. 

Also,  prudent  business  practice  advocates  that  interest  be  promptly 
recorded  in    order  to  provide  accurate  and  timely  financial  reports. 

The  following  chart  illustrates  the  untimeliness  of  recording  interest 
allocations  in  the  financial  records: 
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Allocation  Recorded  in  Period  during  Which 

Financial  Records  System  (FRS)  Interest  Was  Earned 

Date  Ampiin  t: 

November,  1989  $  92,665  July  1989  -  September  1989 

May  11,  1990  182.653  October  1989  -  April  1990 

^275.318 

In  an  effort  to  determine  whether  allocations  were  made  proportionately  to 

various  fund  balances,  we  attempted  to  review  the  supporting  doctimentation  for 

the    above-listed    allocations.       College     officials     could    not     locate  any 

documentation    for     their    allocation    of     $92,665.       However,    we    did  review 

documentation  relative  to  the  May  11,  1990  allocation  and  found  that: 

o  Interest  was  allocated  based  upon  the  average  daily  cash  balance 
reflected  in  the  FRS  during  the  last  10  days  of  April  1990,  rather  than 
on  the  average  daily  balance  diiring  the  seven-month  period  when  the 
interest  was  actually  earned. 

o  Fimds  held  in  the  Student  Accounts  Receivable  Account  (SARA) 
represented  funds  being  held  for  the  Comnonwealth  and  various  trust 
funds  pending  categorization  and  subsequent  transfer  to  the  appropriate 
account.  Interest  earnings  on  the  SARA  were  credited  to  the  General 
Purpose  Trust  Fimd  instead  of  being  allocated  to  the  Commonwealth  and 
to  trust  funds. 

The  college's  noncompliance  with  its  own  policies  and  state  law  has 
resulted  in  $30,011  being  excessively  credited  to  the  college's  General 
Purpose  Trust  Fund  thereby  depriving  other  college  accounts  and  the 
Commonwealth  of  these  interest  earnings.  Also,  the  untimely  recording  of 
interest  has  allowed  for  the  dissemination  of  inaccurate  financial  information 
to  college  officials. 

College  officials  could  not  explain  the  inequitable  interest  allocations 
to  college  trust,  scholarship,  and  loan  funds  and  the  lack  of  interest 
allocation  to  Commonwealth  funds.  However,  a  college  official  told  us  that 
the  xmtimely  allocation  of  interest  was  caused  by  staffing  shortages. 
Subsequent  to  April  1990,  we  noted  that  the  college  was  allocating  interest  on 
a  monthly  basis. 
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Recoimnendation :  The  college  should  recalculate  the  interest  allocations 
made  during  the  audit  period.  These  allocations  and  all  subsequent 
allocations  should  be  made  proportionately  to  both  the  Commonwealth  and  the 
college  trust  funds  in  accordance  with  the  college's  policies  and  state  law. 
Allocations  should  be  made  based  upon  an  account's  average  daily  balance 
during  the  period  in  which  interest  was  actually  earned-  Additionally, 
college  officials  should  specifically  identify  those  accounts  that  are 
entitled  to  receive  interest  allocations. 

Auditee's  Response: 

As  noted  in  the  Auditor's  Report,  the  College's  inequitable  interest 
allocations  to  certain  funds  was  due  to  other  than  staff  shortages. 
Prior  to  the  FY  89-90  audit,  the  Director  of  the  Business  Office 
recognized  the  need  to  upgrade  the  current  interest  allocation 
formula  to  a  more  equitable  application.  During  April  1990,  an 
interest  allocation  program  was  developed.  This  program  allocates 
interest  earnings  to  various  state,  federal  and  campus  accounts  based 
on  their  actual  daily  cash  balances.   .   .  . 

FRS  does  not  have  the  capability  of  providing  daily  cash  balances  for 
prior  periods.  The  only  option  available  to  the  College  was  to  use 
the  actual  daily  balances  for  the  last  ten  days  in  April.  From  that 
point,  each  monthly  allocation  has  been  based  on  the  actual  daily 
balance  of  each  account  per  the  interest  allocation  program  developed 
in  April,  1990  .   .  . 

It  is  not  possible  to  allocate  interest  earnings  to  the  Student 
Accounts  Receivable  Account.  The  Student  Accounts  Receivable  Account 
is  only  a  clearing  account.  Deposits  recorded  in  the  receivable 
system  are  transferred  into  this  account  until  the  FRS  account  number 
can  be  identified.  At  that  point,  a  manual  journal  entry  is 
processed  to  transfer  these  funds  to  the  appropriate  FRS  account 
number  .   .  . 

The  College  did  not  excessively  credit  any  simount  of  interest  to  the 
General  Purpose  Trust  Fund.  The  College  has  identified  the  state, 
federal,  loan  and  campus  accounts  that  are  entitled  interest 
earnings.  The  remaining  campus  accounts  and  all  agency  accounts  are 
not  entitled  to  interest  earnings.  The  interest  earned  on  these 
accounts  is  credited  to  the  General  Purpose  Trust  Fund. 

In  April,  1990  the  College  implemented  an  interest  allocation  program 
which  is  based  on  actual  daily  cash  balances.  In  addition,  all  the 
Commonwealth's  accounts,  mandated  federal  accounts  and  various  campus 
accounts  are  included  in  this  allocation  formula.  The  College  has 
already    determined    the    campus    accounts    that    should    earn  interest 
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income  and  will  review  these  accounts  during  FY92.  Interest  earnings 
were  remitted  to  the  Commonwealth  during  FY91  from  its  interest 
bearing  checking  account  earnings.  Previous  earnings  were  only  from 
interest  from  its  investment  account. 

Auditor's  Reply:  We  recognize  that  the  college's  interest  allocation 
program  implemented  in  April  1990  will  assist  in  promptly  allocating  interest 
to  all  fiHids.  However,  we  do  not  agree  with  the  college's  contention  that  it 
did  not  excessively  credit  any  amount  of  interest  to  the  General  Purpose  Trust 
Fund.  The  college's  FRS  system  contains  a  Student  Accounts  Receivable  Account 
(SARA),  which  holds  student  pa3mients  of  tuition  (Commonwealth  funds)  and  fees 
(trust  funds)  until  these  funds  are  distributed  to  specific  FRS  accounts. 
Therefore,  based  on  Chapter  29,  Section  34,  of  the  General  Laws  interest 
should  be  paid  to  the  Commonwealth  for  tuition  funds  held  in  SARA  prior  to  the 
allocation  of  tuition  to  the  Commonwealth.  Similarly,  those  trust  fund 
balances  held  in  the  SARA  should  also  receive  their  fair  share  of  interest  as 
required  by  the  college's  policy  to  allocate  proportionally  to  all  funds.  The 
college  should  review  its  allocation  of  $275,318  in  interest  earned  prior  to 
April  1990  and  allocate  an  equitable  portion  to  the  Commonwealth  and  other 
college  accoxints. 

If,  as  the  college  implies,  balances  during  the  last  10  days  of  April  1990 
are  the  best  available  information,  then  we  agree  that  the  use  of  these 
amounts  may  be  the  most  cost-effective  basis  to  determine  the  allocation. 

5 .     Expenditures  of  Accounts  Payable  Funds 

Our  tests  of  state  appropriation  expenditures  disclosed  that  $31,125  in 
fiscal  year  1989  accounts  payable  fxmds  was  used  to  satisfy  fiscal  year  1990 
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obligations,  rather  than  being  returned  to  the  Commonwealth's  General  Fund. 

Chapter  164,  Section  19,  of  the  Acts  of  1989  provides  that  funds  left  over 

and  encumbered  as  of   the  close  of   the  fiscal  year  can  be  used  for  pa)mient  of 

only  that  fiscal  year's  bills.     This  section  states,  in  part: 

Notwithstanding  the  provisions  of  Section  13,  Chapter  29  of  the 
General  Laws,  only  that  portion  of  an  appropriation  for  ordinary 
maintenance  representing  obligations  incurred  during  the  fiscal  year 
and  which  are  encumbered  on  the  records  of  the  comptroller's  bureau 
at  the  close  of  the  fiscal  year  may  be  applied  to  the  payment  thereof 
in  the  four  months  immediately  succeeding  such  fiscal  year. 

College  personnel  believed  that  there  would  be  a  retroactive  fiscal  year 
1989  charge  from  their  utility  vendor.  Since  this  retroactive  charge  never 
came,  they  decided  to  utilize  the  encumbered  funds  to  pay  for  fiscal  year  1990 
utility  charges  rather  than  lose  the  encumbered  funds. 

Recommendation :  In  the  future,  the  college  should  review  its  accounts 
payable  to  ensure  that  they  are  spent  on  the  correct  year's  obligations. 

Auditee's  Response: 

The  College  recognizes  the  importance  of  expending  encumbered  funds 
in  the  designated  fiscal  year  and  will  take  the  measures  necessary  to 
ensure  that  all  state  appropriated  funds  are  expended  according  to 
the  State  Comptrollers  policies  and  procedures  and  that  all 
unexpended  funds,  at  the  end  of  the  fiscal  year,  will  be  reverted  to 
the  Commonwealth.   .   .  . 

6 .     Entry  of  Certain  Financial  Transactions 

Our  review  of  internal  controls  over  the  entry  of  data  into  the  college's 

automated  FRS  noted  that: 

o  Untimely  entries  were  being  made  to  record  bank  deposit  and  transfer 
information  (up  to  a  three-week  delay)  and  expenditures  from  state 
appropriations  (up  to  a  three-month  delay).  Our  comparative  tests  of 
deposit  dates  to  dates  of  entry  into  FRS  indicated  that  during  January 
1990  i2, 937, 595  of  060, 865  deposited,  or  72%,  were  recorded  late. 
Comparative  tests  of  fiscal  year  1990  state  expenditure  dates  to  FRS 
entry  dates  indicated  that  25  expenditures  representing  $49,122  of  67 
expenditures  tested  representing  $129,342,  or  38%,  were  recorded  late. 
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The  Comptroller's  Internal  Control  Guide  for  Departments,  Section  I  B, 
defines    internal    accounting    control    as    "The    plan    of    organization    and  the 


procedures  and  records   that  are  concerned  with  the  safeguarding  of  assets  and 


the  reliability  of  financial  records." 


As  a  result  of  the  inadequate  supervision  over  data  entry,  the  college's 
financial    records    were    not    reliable,     since    they    reflected    outdated  and 


inaccurate   information.     In  order  to  achieve  efficient  use  of  all  resources, 


the  college  needs  to  know  how  much  idle  cash  it  has  available  to  invest. 
Proper  and  timely  recording  of  bank  transfers  in  the  college's  FRS  will 
provide  the  mechanism  for  turning  idle  cash  balances  into  interest-bearing 
funds.     The   untimely  entry  of   data   into   the   FRS  promotes   greater   chance  for 


human  error. 


College  personnel  indicated  that  the  untimely  FRS  entries  were  due  to 
staffing  shortages.  However,  personnel  could  not  explain  the  lack  of  entries 
regarding  bank  transfers  and  accounts  payable  expenditures. 

Recommendat  ion ;  College  administrators  should  review  current  staffing 
patterns  and  job  responsibilities.  Personnel  and  work  duties  should  be 
realigned,  as  necessary,  to  ensure  that  internal  controls  are  improved  in 
order     to    permit    prompt    and    accurate    entry    of    data    into     the  college's 


accounting  system. 


Auditee's  Response; 


During  the  spring  and  summer  of  1991,  the  College  implemented  a  major 
reorganization  in  the  Business  Office.  During  the  reorganization 
supervisory  responsibilities  for  the  Business  Office  were  shifted 
from  the  VP  of  Administration  and  Finance  to  the  Treasurer,  the 
Director  of  Fiscal  Affairs  position  was  eliminated,  staffing  patterns 
were  scrutinized,  job  descriptions  were  reviewed  and  Business  Office 
responsibilities  were  realigned.  The  College  implemented  a  new 
organizational  table  for  the  Business  Office  and  changes  in  personnel 
allowed  for  essential  positions  to  be  filled.  Since  the  audit,  the 
College  has  also  implemented  several  procedures  to  ensure  that  all 
transactions  are  recorded  in  a  timely  fashion  and  that  all  bank 
transfers  are  entered  in  FRS. 
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7 .     Trust  Fund  Expenditures 

We  noted  weaknesses  requiring  corrective  action  during  our  review  of  the 

college's  compliance  with  its  own  internal  control  procedures  over  trust  fund 

expenditures.     We  tested  72  trust  fund  payments  and  noted: 

o  Twenty-eight  purchases,  totaling  $17,001,  did  not  have  funds  encumbered 
prior  to  pajonent.  Since  funds  were  spent  without  being  first 
encumbered,  financial  commitments  could  have  been  made  without  there 
being  sufficient  funds  in  the  trust  fund  accounts. 

o  Five  purchases,  individually  valued  between  $500  and  $2,000  and 
totaling  $7,185,  did  not  have  evidence  of  the  college  Purchasing 
Agent's  having  obtained  either  a  verbal  or  written  price  quote. 
Without  either  written  or  verbal  price  quotes  on  file,  the  college 
cannot  be  assured  that  the  items  were  purchased  from  the  lowest-priced 
qualified  vendor. 

o  Nine  student  board  refunds  for  triple-room  occupancy,  totaling  $1,846, 
were  not  documented  or  approved.  Without  supporting  approval  documents 
on  file,  the  college  cannot  be  assured  that  expenditures  were  made  as 
management  had  intended. 

Section   B.IO   of   the   college's   Financial   Policies   and  Procedures  Internal 

Control  Doctmient   requires   funds   to  be   encumbered  once  a  financial  obligation 

is  incurred.     This  section  states,  in  part: 

b.  [If  purchases  are]  between  $500  and  $2,000,  three  written  or 
telephone  quotes  are  obtained  by  Purchasing,  and  a  record  of 
these  quotations  is  permanently  attached  to  the  CANARY  copy  of 
the  Requisition.  The  Trust  Fund  Purchase  Order  is  issued  to  the 
lowest-priced  qualified  vendor  and  the  transaction  proceeds  .   .  . 

c.  The  Purchase  Order  is  [then]  encumbered  in  FRS  by  the  Purchasing 
Department.  After  funds  are  encumbered.  Section  C-1  of  this 
document  requires  the  department  requesting  pa5rment  to  submit 
Request  to  Pay  forms,  along  with  supporting  invoices  and 
documents,  which  are  signed  by  the  requesting  party,  the 
responsible  department  head  and  either  the  responsible  Vice 
President  or  the  President.  These  are  then  to  be  sent  to  the 
business  office  for  review  and  entry. 

Also,   internal  control  procedures  recommend  that  expenditures  be  supported 

by  approval  documents  and  that  these  documents  be  retained  on  file. 
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Because  the  college's  former  Purchasing  Agent  and  former  Bursar  terminated 
their  employment  with  the  college  prior  to  the  audit,  we  were  unable  to  obtain 
their  explanations  for  the  lack  of  encumbrances  and  the  lack  of  approval 
documentation  for  payments.  However,  a  college  official  explained  that 
faculty  and  student  senate  organizations  did  not  follow  college  procedures 
when  committing  college  funds.  A  lack  of  adequate  supervisory  monitoring  of 
the  fiscal  office  staff  has  contributed  to  the  college's  noncompliance  with 
its  internal  control  procedures. 

Recommendation;     With  ever-increasing  budgetary  constraints,    the  need  for 

adherence   to   the  college's   internal   control  policies   should  be  emphasized  to 

the   faculty,    students,    fiscal   office    staff,    and   supervisory   personnel.  The 

following  points  should  be  emphasized: 

a    Funds   should  be   encumbered  as   soon   as   a  financial   commitment   is  made 
and  prior  to  pa3rment, 

b.  Written    or    verbal    price    quotes    should   be    obtained    and    on    file  for 
purchases  valued  between  $500  and  $2,000,  and 

c.  Approval  documents  should  be  on  file  to  support  all  expenditures. 

Auditee's  Response; 

Each  College  trust  fund  account  has  an  account  manager  with  the 
responsibility  of  monitoring  the  account  activity.  Further,  all 
trust  fund  accounts  are  monitored  by  the  Purchasing  Officer  to 
ensure  that  the  account  balance  is  sufficient  to  cover  the 
expenditure.  College  internal  control  procedures  state  that 
account  managers  are  required  to  process  the  necessary  docxjiments 
to  encumber  funds  prior  to  payment.  It  is  the  College's  position 
that  all  staff  should  understand,  promote  and  support  the 
institutions  internal  control  system.  Internal  control  procedures 
are  to  be  a  part  of  the  departments  day  to  day  operations  and  are 
to  be  adhered  to  fully.  Monitoring  in  these  areas  will  be 
increased  to  ensure  full  compliance. 

The  College  accepts  the  responsibility  for  oversight  of  the  items 
mentioned  in  the  audit.  The  College  will  continue  to  honor  the 
College  policy  requiring  that  written  or  verbal  price  quotations 
be  obtained  and  kept  on  file  for  purchases  between  $500  and  $2,000 
and  will  continue  to  honor  all  state  mandated  purchasing  policies 
which  require  quotations  for  items  costing  greater  than  $2,000. 
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The  College  will  continue  to  request  that  either  a  Request  to 
Purchase  or  a  Request  to  Pay  form  be  approved  and  on  file  for  all 
expenditures . 

8.     Student  Billing  and  Receivables  System 

Our    review    of    the    college's    automated    student    billing    and  receivables 

system,    which    controls    the    collection    of    student    tuition    and    fees  (e.g., 

student   activities    fees,    health   fees,    room,    board,    and    library  development) 

and  is  maintained  on  the  Board  of  Regents'   computer  network,  disclosed  that: 

o  Student  receivables  balances  could  be  adjusted  without  leaving  an 
audit  trail  of  such  alteration.  For  example,  non-cash  credits 
could  be  made  to  reduce  a  student's  receivable  balance  without  a 
record  of  who  made  the  entry  or  why  it  was  made.  Also,  the  date 
and  amount  of  a  pa)Tiient  made  to  a  student's  account  receivable 
balance  could  be  subsequently  adjusted  to  reflect  a  different  date 
and/or  amount  paid.  Again,  no  record  of  the  reason  for  or  the 
source  of  the  adjustment  was  maintained. 

o  Fifteen  percent  of  the  tuition  waived  in  our  sample  of  documents 
supporting  tuition  adjustments  was  not  adequately  supported. 

o  As  of  June  30,  1990  the  student  receivables  balance  of  $144,938 
was  not  integrated  on  the  college's  FRS  and  detailed  lists 
supporting  receivables  for  spring  1988  through  fall  1989 
semesters,  totalling  at  $28,756  could  not  be  located  during  the 
audit . 

Chapter  75,  Section  13,  of  the  General  Laws  states,  in  part: 

The  trustees  shall  see  that  there  is  maintained  an  accounting  system 
as  required  by  the  State  Comptroller. 

The  receipt  and  disbursement  of  funds  and  necessary  books  of  accotint 
shall  be  maintained  in  a  manner  consistent  with  proper  accounting 
procedure .... 

The    Comptroller's    Internal    Control    Guide    for    Departments,    Section  VII, 

suggests     that     revenue    controls    be    designed    to    ensure    public     funds  are 

collected,   deposited,   and   reported  accurately  and  efficiently.  Specifically, 

Subsection  C  states,  in  part: 

All  revenue  received  should  be  recorded  accurately,  efficiently  (with 
documentation),  allocated  properly,  deposited  with  the  State 
Treasurer  (or  the  appropriate  depository)  promptly  and  intact,  and 
credited  to  the  proper  funds. 

Cancellations,      remissions,     adjustments,      refunds,     abatements,  or 
credit  memoranda  should  be  properly  authorized  and  transacted. 
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Without  adequate  control  of  student  billing  and  receivables,  the  college 
has  little  assurance  that  the  Commonwealth  and  the  college  trust  funds 
received  all  the  revenues  to  which  they  were  entitled. 

Because  the  responsible  employee  had  since  terminated  emplojmient  with  the 
college,  the  college  could  not  explain  why  the  receivables  balances  were  not 
integrated  with  the  FRS,  why  the  detailed  lists  were  missing,  or  why  certain 
tuition  waivers  were  not  on  file.  College  officials,  who  were  unaware  that  a 
record  of  alterations  to  the  student  receivables  balances  was  not  being 
maintained  by  their  automated  system,  subsequently  eliminated  the  computer 
program  that  allowed  accounts  to  be  modified  in  this  manner. 

Recommendation ;  The  college  should  improve  control  over  its  billing  and 
receivables  system  to  ensure  the  Commonwealth  and  the  college  trust  funds 
receive  the  funds  to  which  they  are  entitled.  Student  billings  and  all 
receivables  activity  should  be  integrated  into  the  college's  FRS,  all  detailed 
lists  of  student  receivables  should  be  retained  in  a  secure  area  so  that  they 
are  not  misplaced  or  misappropriated,  tuition  waivers  should  be  substantiated 
by  the  applicable  authorized  waiver  form,  and  all  non-cash  credits  to  student 
receivables  balances  should  be  documented. 

Auditee's  Response; 

On  July  1,  1992  the  College  will  implement  a  new  Student  Information 
System  (SIS)  that  is  fully  integrated  with  the  College's  Financial 
Records  System.  The  new  SIS  system  produces  a  daily  audit  trial 
report  of  each  debit  or  credit  transaction.  In  addition,  all 
contractual  waivers  are  reconciled  twice  each  semester  to  ensure  that 
all  supporting  documentation  is  on  file  in  the  Business  Office.  All 
financial  aid  waivers  and  supporting  documentation  are  maintained  in 
the  Financial  Aid  Office. 

9.     Trust  Fund  Payroll  System 

Our  review  of   internal   controls   over   the   Trust   Fund  Payroll   System  noted 

the     following     pajnnent     documentation     and     Internal     Revenue     Service  (IRS) 

requirement  issues: 
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o  Our  test  of  62  pa)Tnents  noted  16  instances  where  supporting  documents, 
such  as  contracts  and  time  records,  were  not  available  to  substantiate 
paymen  t  s  made . 

o    Certain  IRS  requirements  were  not  complied  with: 

a.  The  college  never  deducted  the  hospital  insurance  portion  of  Social 
Security  taxes  (Medicare  tax)  for  employees  hired  after  March  31, 
1986; 

b.  Timely  withholding  deposits  were  not  made; 

c.  Tax  deposits  were  inadvertently  made  directly  to  the  IRS  rather 
than  to  the  bank  depository;  and 

d.  Employee  wage  statements  (Form  W-2)  for  calendar  year  1989 
inaccurately  reported  employee  earnings. 

The   Comptroller's    Internal   Control   Guide   for   Departments,    Section   II  E, 

provides   that   "each  step   in   the   transaction  process   should  be  documented  to 

allow    an    audit    trail."      In    addition,    IRS    Form    9hlE    (Quarterly    Returns  of 

Withheld    Federal     Income    Tax    and    Hospital     Insurance    -    Medicare)  provides 

instructions    relative    to    the    "2.9%    Medicare    tax"    withholdings    as    well  as 

instructions   to  employers   to  make  tax  deposits.     Line  6  of  Form  941E  provides 

the  following  Medicare  tax  instructions: 

State  and  Local  government  employers  use  this  line  to  report  wages  of 
employees  hired  after  March  31,  1986,  that  are  subject  to  the 
hospital  insurance  portion  of  Social  Security  taxes.   .   .  . 

The  combined  tax  rate  is  2.9%. 

Form  941E  provides  the  following  instructions  for  employers  to  make  tax 
deposits : 

.  .  .  you  must  deposit  backup  withholding,  withheld  income  tax,  and 
the  employee  and  employer  Medicare  tax  with  an  authorized  financial 
institution  or  a  Federal  Reserve  bank  or  branch  that  serves  your 
area.  .  .  to  avoid  a  possible  penalty,  do  not  mail  your  deposit  to 
IRS. 

IRS  forms  W-3  (Transmittal  of  Income  and  Tax  Statements)  and  W-2  (Employee 
Wage  Statement)  require  the  accurate  reporting  of  an  employee's  actual  wages 
and  withholdings  for  the  calendar  year  and  provide  a  possible  penalty  for 
reporting  incorrect  information. 
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Because  the  college  lacked  adequate  documentation  on  file  to  support 
payroll  pa3mients,  it  cannot  demonstrate  the  validity  of  certain  payroll 
payments  made  on  the  Trust  Fund  Payroll  System.  Because  tax  deposits  were  not 
made  timely  and  deposits  were  made  directly  to  the  IRS,  the  IRS  assessed  the 
college  $3,163  in  deposit  and  late-pajonent  penalties.  In  addition,  certain 
employees'  W-2  wages  were  incorrectly  reported  for  calendar  year  1989.  These 
conditions  happened  because: 

1.  Responsible  department  heads  were  \inaware  of  the  need  to  retain 
supporting  documentation  in  the  form  of  time  sheets  and/or  employment 
contracts  on  student  employees  who  subsequently  graduated. 

2.  The  Trust  Fund  Payroll  System  was  not  programmed  to  withhold  the 
employee  share  of  the  Medicare  tax  and  provide  the  employer's  matching 
portion  of  the  tax. 

o  Quarterly   earnings   were   reported   using    the   wrong   form,    causing  the 
wrong  employer  identification  number  to  be  credited. 

o  Quarterly  deposits  were  sent  directly  to   the   IRS  rather  than  to  the 
designated  depository. 

o  The  Trust  Fund  Payroll  System  was  not  updated  for  either  hand-written 
or  voided  computer  checks,  causing  inaccurate  wage  totals. 

o  The  Trust  Fund  Payroll  System  lacked  supervisory  review. 

The  college's  current  Business  Officer  was  reconciling  tax  reporting 
differences  with  the  IRS  and  has  implemented  a  number  of  procedures  to  record 
and  process  trust  fund  payrolls,  which  should  help  in  the  proper  reporting  of 
wages  and  withholding  taxes. 

Recommendation ;     The  college  should 

o  Ensure    that   documents    supporting   trust    fund   payrolls   are   prepared  and 
retained, 

o  Review    annual    wage    reports    and    issue    corrected    wage    statements  to 
employees  whose  wages  were  previously  misstated,  and 

o  Continue  to  resolve  tax  reporting  differences  with  the  IRS. 

Auditee's  Response; 

As  of  January,  1991  the  College  implemented  a  new  procedure  that 
ensures   that   proper  and   complete   documentation   is   received   for  each 
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payroll  transaction.  These  documents  are  retained  in  the  Business 
Office.  In  addition;  a  complete  reconciliation  of  the  actual  time 
sheets  to  the  total  payroll  is  completed  prior  to  the  disbursement  of 
checks;  a  reconciliation  of  payroll  system  is  completed  each  week  to 
ensure  that  the  gross  earnings,  federal  withholding,  and  state 
withholding  are  all  correct  for  each  employee;  and  the  appropriate 
deposits  have  been  processed. 

The  College   has   corrected  and   issued  new  wage   statements   for  those 
that  were  determined  to  be  incorrect. 

To  date,  all  the  federal  withholding  variances  with  the  IRS  have  been 
identified  and  resolved. 

10.  Property  and  Equipment 

We  noted  various   instances  in  which  the  college  was   in  noncompliance  with 

its  own  internal  control  procedures  over  property  and  equipment.     Our  tests  of 

the  college's  inventory  system  and  its  September  30,   1990  perpetual  inventory 

list  noted: 

o    33    of    93    items    sampled   were    found    in    locations    other    than  those 
indicated  on  the  inventory  list. 

o     18  of  73  items  did  not  have  inventory  tags  affixed. 

o     12  of  73  items  could  not  be  located. 

o    4  of  ^5  items  did  not  appear  on  the  perpetual  inventory  list. 

The   college   has   established   internal   control   procedures   for   property  and 

equipment    inventory    control    through    its    Financial    Policies    and  Procedures 

Internal  Control  Document.     Section  F  of   this  document  provides   the  following 

specific  inventory  control  procedures: 

3.  After  receiving  the  equipment,  the  Inventory  Control  Officer  makes 
an  appointment  with  the  department  receiving  the  equipment,  takes 
the  Data  Entry  Form  and  a  copy  of  the  receiving  document  to  the 
department  and  affixes  an  inventory  tag.  The  Data  Entry  Form  is 
then  completed  as  follows:  Department  Tag  Number,  Description, 
Manufacturer,  Model  Number,  Serial  Number,  P.O.  Number,  Cost,  Date 
of  Purchase  and  Location. 

5.  Before  any  equipment  can  be  removed  from  a  department,  a  Transfer 
of  Equipment  to  Off-Campus  Locations  must  be  completed  and  signed 
by  the  Purchasing  Officer.  One  copy  is  filed  with  Inventory 
Control,  one  is  filed  in  the  Purchasing  Department  and  one  copy  is 
kept  with  the  equipment  in  custody  of  the  borrower. 
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7.  At  least  anniially,  each  department  is  furnished  a  complete  listing 
of  all  equipment  charged  to  the  department  and  the  department 
reviews  and  updates  the  records. 

8.  From  time  to  time,  the  Inventory  Control  Officer  independently 
performs  physical  inventories  of  various  departments  to  ensure 
accuracy. 

We  noted  that  college  personnel  did  not  notify  the  Inventory  Control 
Officer  when  equipment  was  moved  from  one  location  to  another  (Procedure  5); 
departments  did  not  review  lists  provided  to  them  of  equipment  charged  to 
their  custody  (Procedure  7);  the  Inventory  Control  Officer  was  not  performing 
independent,  periodic  checks  (Procedure  8);  and  the  Inventory  Control  Officer 
was  not  notified  of  all  equipment  purchases  (Procedure  3). 

Because  of  these  inventory  deficiencies,  the  college's  property  and 
equipment  was  susceptible  to  theft,  misplacement,  and  misuse. 

A  successful  inventory  system  cannot  be  the  sole  responsibility  of  a  few 
individuals.  Full  cooperation  must  be  given  by  all  college  departments  and 
department  heads.  Department  heads  must  share  in  the  responsibility  and 
accountability  of  property  in  their  custody. 

During  audit  field  work  the  Inventory  Control  Officer  had  affixed 
inventory  tags  to  the  untagged  items  we  noted.  Also,  at  the  completion  of 
audit  field  work,  a  college  official  supplied  us  with  additional  written 
inventory  control  procedures  that,  if  followed,  should  help  safeguard  property 
and  equipment  against  loss  and  misuse. 

Recommendation:     The  college  should 

o    Adhere  to  its  newly  written  inventory  procedures; 

o    Attempt    to    locate   those    items   we   could  not   accoxint   for  and,    if  they 
cannot  be  located,  notify  college  security;  and 

o    Adjust    the   perpetual    inventory   record   to   reflect   any  new   location  of 
equipment . 
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Auditee's  Response: 

The  College  acknowledges  the  discrepancies  found  pertaining  to  the 
inventory  of  Property  and  Equipment.  Since  February,  1990  the 
College  has  implemented  two  administrative  reorganizations  which  have 
resulted  in  changes  for  several  departments,  including  in  some  cases 
a  change  in  building  locations.  These  facility  changes  may  account 
for  some  of  the  noted  discrepancies. 

After  June  30,  1992,  the  College  must  change  its  present  inventory 
system  which  resides  on  the  Regents  Computing  Network  Cyber 
Computer.  As  our  inventory  control  migrates  to  our  own  computer 
environment,  every  effort  will  be  made  to  reconcile  existing 
discrepancies . 

The  newly  written  inventory  procedures  dated  January  29,  1991  are 
being  adhered  to  as  recommended. 

The  College  will  attempt  to  locate  all  inventory  items  during  its 
annual  inventory  process.  As  required  in  their  Lost  or  Misplaced 
Assets  Procedure  the  State  Auditor's  Office  will  be  notified  if  any 
items  fall  into  this  category. 

The  College  updates  the  new  locations  of  each  inventory  item  as  they 
are  reported  throughout  the  year  and  during  the  annual  inventory 
process . 
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FINANCIAL  STATEMENTS 


Statement  No.  I 

Statement  of  Expenditures  under  Appropriation 

and  Receipts  Account  of  Income 

Fiscal  Year  Ended  June  30,  1990 

Appropriation  (Account  No.  7115-0100)  ^13. 121. 695 

Disbursements  $13,099,045 

Encumbrances   - 

Expenditures  $13,099,045 

Reverted  22.650 

$13.121.695 

Receipts  Account  of  Income  $2.570.890 

Analysis  of  Expenditures: 

Salaries  -  Permanent  Positions  $11,779,336 

Salaries  -  Other  47,082 

Services  -  Nonemployees  92,828 

Clothing  5,400 

Housekeeping  Supplies  and  Expenses  23,312 

Heat  and  Other  Plant  Operations  804,525 

Farm  and  Grounds  19,102 

Travel  and  Automotive  Expenses  10,201 

Advertising  and  Printing  9,248 
Maintenance  -  Repairs,  Replacements, 

and  Alterations  69,167 

Special  Supplies  and  Expenses  82,270 

Office  and  Administrative  Expenses  130,245 

Equipment  8,009 

Rentals  18.320 

$13.099.045 

Analysis  of  Receipts  Account  of  Income: 

Tuition  and  Fees  $2,479,306 

Rents  -  Other  143 

Sales  4,592 

Miscellaneous  86 .849 

$2.570.890 


The  accompanying  notes  are  an  integral 
part  of  these  financial  statements. 
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Statement  No.  II 

Comparative  Statement  of  Budget  and  Actual  Expenditures 
under  Appropriation  and    Receipts  Account  of  Income 

Fiscal  Year  Ended  June  30,  1990 


Appropriation  (Account  No.  7115-0100) 
Analysis  of  Expenditures: 


Actual 
(under ) /over 
Budget 


Salaries  -  Permanent  Positions 

$11,779,545 

$11 ,779,336 

$  (209) 

Salaries  -  Other 

51 ,329 

47,082 

(4,247) 

Services  -  Nonemployees 

92,828 

92,828 

— 

Clothing 

5  ,400 

5 ,400 

— 

Housekeeping  Supplies  and  Expenses 

23,312 

23,312 

Heat  and  Other  Plant  Operations 

on/,    c  0 1^ 

{ iuD ; 

Farm  and  Grounds 

19,104 

19,102 

(2) 

Travel  and  Automotive  Expenses 

21,406 

10,201 

(11,205) 

Advertising  and  Printing 

11,204 

9,248 

(1,956) 

Maintenance  -  Repairs,  Replacements, 

and  Alterations 

69,530 

69,167 

(363) 

Special  Supplies  and  Expenses 

82,272 

82,270 

(2) 

Office  and  Administrative  Expenses 

132,224 

130,245 

(1,979) 

Equipment 

8,009 

8,009 

Rentals 

20.901 

18.320 

(2,581) 

il3.121.695 

$13,099,045 

$(22,650) 

lalysis  of  Receipts  Account  of  Income: 

Tuition  and  Fees 

$2,643,600 

$2,479,306 

$(164,294) 

Rents  -  Other 

600 

143 

(457) 

Sales 

5,000 

4,592 

(408) 

Miscellaneous 

150.000 

86.849 

(63,151) 

.$2, 7??, 200 

$2,570,890 

$(228,310) 

The  accompanying  notes  are  an  integral 
part  of  these  financial  statements. 
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NOTES  TO  FINANCIAL  STATEMENTS 

1 .     Significant  Accounting  Policies 

According  to  Chapter  7A,  Section  7,  of  the  General  Laws,  as  amended,  the 
State  Comptroller  is  responsible  for  the  Commonwealth's  accounting  system. 
The  Comptroller  establishes  and  maintains  funds  as  authorized  or  mandated  by 
the  various  provisions  of  the  General  Laws.  The  State  Treasurer,  a 
constitutional  officer,  has  custody  of  and  manages  the  Commonwealth's  cash  and 
investments . 

The  financial  statements  in  this  report  refer  to  specific  accounts  within 
the  Coiranonweal th ' s  fund  structure.  Westfield  State  College  is  required  to 
follow  the  accounting  and  financial  reporting  policies  prescribed  by  the 
Commonwealth.  These  policies  differ  in  certain  respects  from  generally 
accepted  accounting  principles  as  applicable  to  governmental  units.  The 
following  is  a  summary  of  the  Commonwealth's  significant  policies  as  they 
pertain  to  Westfield  State  College. 

Basis  of  Accounting;  Westfield  State  College  uses  a  limited  accrual 
basis      of      accounting.  Receipts      are      recognized      when      received,  and 

expenditures,  with  the  exception  of  year-end  encumbrances,  are  recorded  on  a 
cash  basis.  At  the  close  of  the  fiscal  year,  all  encumbrances  (expenditure 
commitments)  against  maintenance  appropriation  accounts  are  recorded  as 
expenditures.  The  State  Comptroller  considers  these  encumbrances  as  accounts 
payable,  which,  if  not  expended,  will  revert  to  the  Commonwealth  on  or  before 
December  31. 

The  Commonwealth's  accounting  system  requires  state  agencies  to  expense, 
rather  than  capitalize,  purchases  of  fixed  assets. 
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2.     Fiscal  Year  1990  Expenditures 

As  described  in  Note  No.  1,  at  fiscal  year-end  all  encumbrances  against 
appropriation  accounts  for  ordinary  maintenance  that  expire  at  the  end  of  the 
fiscal  year  are  recorded  as  expenditures.  The  State  Comptroller  considers 
these  fiscal  year-end  encumbrances  as  accounts  payable,  and,  in  accordance 
with  Chapter  29,  Section  13,  of  the  General  Laws,  these  encumbrances  are  to  be 
paid  within  four  months  of  the  fiscal  year-end,  but  are  extendable  to  six 
months  upon  request. 

Fiscal  year  1990  expenditures,  as  indicated  on  Financial  Statement  No.  I, 
have  been  adjusted  to  reflect  the  final  disposition  of  the  fiscal  year-end 
encumbrances . 


3 .    Program  of  Continuing  Education's  Reimbursement  of  Costs  to  the  College 

The  following  summary  of  expenses  was  paid  from  the  Day  School  Allocation 
Program  of  Continuing  Education  Account  during  fiscal  year  1990: 

Total  Expended 


Services  -  Nonemployees 

$130,997 

Laboratory  and  Medical  Expenses,  and 

General  Care 

64 

Heat  and  Other  Plant  Operations 

447 

Farm  and  Grounds 

412 

Travel  and  Automotive  Expenses 

9,070 

Advertising  and  Printing 

386 

Maintenance  -  Repairs,  Replacements,  and 

Alterations 

120,807 

Special  Supplies  and  Expenses 

41,549 

Office  and  Administrative  Expenses 

132,860 

Equipment 

4,999 

Rentals 

1,479 

Contingencies  and  Reserves 

33.010 

$476,080 
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SUPPLEMENTARY  SCHEDULES 


Schedule  No.  I 


Status  of  Fiscal  Year  1989  Accounts  Payable 
July  1,  1989  to  June  30,  1990 


Accounts  Payable 
Balance 
July  1.  1989 


Expenditures  Reverted 


Appropriation  (Account  No.  7115-0100) 

Salaries  -  Permanent  Positions 
Services  -  Nonemployees 
Clothing 

Housekeeping  Supplies  and  Expenses 
Heat  and  Other  Plant  Operations 
Farm  and  Grounds 
Travel  and  Automotive  Expenses 
Advertising  and  Printing 
Maintenance  -  Repairs,  Replacements, 

and  Alterations 
Special  Supplies  and  Expenses 
Office  and  Administrative  Expenses 
Equipment 
Rentals 


$  46,656 
12,912 
692 
218 
133,140 
78 
5,756 
5,900 

23,717 
11,277 
15,791 
4,489 
1.300 
^261. 926 


$  46,656 
12,208 
692 
170 
133,108 
78 
2,452 
5,097 

22,286 
10,346 
12,210 
4,366 
996 
^250. 665 


704 

48 
32 

3,304 
803 

1,431 
931 

3,581 
123 
304 


11,261 


O 

cn 

CM 

CM 

o 

00 

cn 

^  O 

(-1 

o  cri 

LP 

O 

1 

1=1 

rH 

<M 

a 

cn 

r-l 

« 

-CO- 

■eel 

June 

I 


1—1 

M 

C3 

O 

!z 

0) 

t-l 

rH 

CO 

<B 

<u 

O 

CO 

e 

CO 

t-l 
,Q 

CO 
•H 

IP 

TJ 

c 
m 

m 
-p 
ft 

•H 

4) 
O 

<D 


in 

C\J  PA  C\J 

 1 

L 

rt 

>-H 

00  rH  ^5 

rH 

Q> 

(1) 
1— 1 

o  o 

C 

E 

<D 

C —  C\J   O  t<A 

LP* 

CJ 

CO 

O        CM  CTn 

rH 

C 

M 

K^  tr- 

rH 

:3 

* 

CM 

CO 

■H 

Pi 

to 

>vD        CM  "-f 

VD 

-p 

t<^  rH  O  CM 

o 

Ph 

O  CTi 

•H 

cr\ 

0) 

O        O  >~D 

rH 

rH 

o 

O  O  CM  CM 

LP 

-"d-  r<-N  00 

CM 

« 

d" 

CM 

-w- 

1-5 

00 

o> 

rH  00 

o 

CT 

O 

0)  rH 

00 

rH 

-P 

O 

o 

IP 

d  " 

1  1 

CO  rH 

d 

00 

rH 

o 

rH 

CM 

CC  t>5 

cr 

rH 

pq  rH 

•-3 

rH 
•-3 


I 

LTN 

CO 

rH 
I 

rH 


-p 

cS 

C5 

t» 

-P 

•H 

?! 

-P 

O 

ft 

Pi 

ft 

CO 

e 

o 

o 

CO 

h3 

^^ 

t-H 

CO 

-P 

CSS 

O 

o 

Ph 

•H 

-p 

4J 

:3 

C3 

CO 

HJ 

?3 

73 

O 

CO 

O 

o 

H^ 

'5 

4J 

o 

CO 

O 

< 

<D 

rH 

CO 

•H 

o 

-P 

P; 

CO 

rH 

<D 

e 

CO 

C3 

W) 

0) 

rH 

o 

rH 

rH 

ft 

•H 

rH 

rH 

ft  H^ 

(1) 

o 

:=! 

CO 

Ph 

o 

CO 

-p 

•H 


91-185-1 

-hh- 

SUPPLEMENTARY  INFORMATION 

1 .  Audit  Review 

At  the  conclusion  of  this  audit,   a  draft  of   this  report  was  reviewed  with 
the  following  officials  of  Westfield  State  College: 
Ronald  L.  Applbaum,  President 

James  A.  Stakenos,  Executive  Assistant  to  the  President 
Paul  J.  Mei,  Treasurer  and  Budget  Director 
Nick  Wojtowicz,  Director  of  the  Business  Office 

2.  Unaudited  Financial  Activity 

The  financial  transactions  of  Westfield  State  College  were  not  examined 
for  the  period  April  1,  1987  to  June  30,  1989.  Since  we  did  not  test  any 
activity  for  the  period  noted,  we  cannot  express  an  opinion  on  its  accuracy  or 
validity. 

3 .  Accounts  Payable 

As  described  in  the  Notes  to  Financial  Statements,  No.  1,  encumbrances 
outstanding  at  year-end  for  lapsing  appropriations  are  recorded  as 
expenditures  at  year-end  and  are  reported  as  accounts  payable  by  the  State 
Comptroller.  Chapter  29,  Section  13,  of  the  Massachusetts  General  Laws 
requires  the  Comptroller  to  encumber  (reserve)  that  portion  of  appropriated 
monies  representing  encumbrances  outstanding  for  ordinary  maintenance  at  the 
close  of  the  fiscal  year.  Supplementary  Schedule  No.  I  discloses  the  final 
disposition  of  encumbrances  outstanding  (accounts  payable)  for  the  fiscal  year 
ended  June  30,  1989. 

A .     Subsequent  Event 

After  the  completion  of  our  audit  field  work,  Westfield  State  College 
reported  that  Division  of  Graduate  Studies  and  Continuing  Education  funds  were 
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missing  from  the  college's  deposit  of  July  2,  1991.  The  college's  subsequent 
investigation  resulted  in  the  discovery  of  funds  totaling  $7,895,  missing 
between  February  8,  1990  and  July  2,  1991,  as  a  result  of  what  the  college 
believes  was  employee  theft.  The  college  reported  this  possible  theft  of 
funds  to  the  Office  of  the  State  Auditor  and  the  Hampden  County  District 
Attorney's  Office.  Under  Chapter  647  of  the  Acts  of  1989,  the  Office  of  the 
State  Auditor  has  conducted  a  review  of  the  internal  control  weaknesses  that 
contributed  to  or  caused  the  possible  theft.  The  results  of  our  review  and 
our  recommmendations  to  improve  the  college's  internal  control  system  were 
issued  in  a  separate  report  (92-2002-2)  dated  October  15,  1992. 

An  investigation  is  being  conducted  by  the  Massachusetts  State  Police  - 
Crime  Prevention  and  Control  (CPAC)  unit  assigned  to  the  District  Attorney's 
Office. 
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ORGANIZATION 
June  30,  1990 

Westfield  State  College  is  authorized  by  Chapter  73,  Section  1,  of  the 
General  Laws,  as  amended. 

Board  of  Trustees  -  Westfield  State  College 
Name  and  Address 


Ms.  Eileen  Griffin 
158  Maple  Street 
Springf  ield 

Dr.  Robert  Bezucha 
74  Overlook  Drive 
Amherst 

Ms.  Eleanor  Cress 
17  Crescent  Road 
Longmeadow 

Ms.  Sophie  J.  Chmura 
27  Holton  Street 
Chicopee 

Mr.  Edward  W.  Collins,  Jr. 
hO  Kathleen  Street 
Springf  ield 

Ms.  Maureen  Gallo 
252  Paper  Mill  Road 
Westfield 

Dr.  William  Phillip  Gorth 
P.O.  Box  226 
Amherst 

Ms.  Kathleen  M.  Sheehan 
45  Hasting  Heights 
Florence 

Dr.  Robert  Shilkret 

Department  of  Psychology 
Mt.  Holyoke  College 
South  Hadley 


Term  Expires 


April  1,  1992 


April  1,  1992 


March  1,  1994 


March  1,  1991 


July  1,  1995 


April  1,  1992 


July  1,  1995 


July  1,  1995 


March  1,  1994 
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ORGANIZATION  (continued) 

June  30,  1990 

Board  of  Trustees  -  Westfield  State  College 

Name  and  Address 

Mr.  Luther  White 
11  Highland  Circle 
Westf  ield 

Mr.  Mark  Rockwal 

Student  Representative 
WSC  Mailbox  209 
98  Larchley  Avenue 
Westf  ield 

Westfield  State  College 


President : 

Dr.  Ronald  L.  Applbaum 

Senior  Vice-President,  Academic  Affairs: 
Dr.  William  H.  Lopes 

Senior  Vice-President,  Student  Services: 
Dr.  Sarah  L.  Light 

Vice-President,  Administration  and  Finance  (Acting) 
Mr.  Garreth  J.  Lynch 

Treasurer  and  Budget  Director: 
Mr.  Paul  J.  Mei 

Director  of  Fiscal  Affairs: 
Mr.  Philip  A.  Kennedy 


Term  Expires 


March  1,  I99h 


June  30,  1991 

Date  Appointed 
February  1,  1990 
July  31,  1988 
July  1,  1985 
October  1,  1979 
November  22,  1970 
December  28,  1980 


Westfield  State  College  is  a  four-year  institution  of  higher  education. 
The  college  offers  courses  leading  to  degrees  of  Bachelor  of  Arts,  Bachelor  of 
Science,  and  Bachelor  of  Science  in  Education.  Special  opportunities  exist 
such  as  the  exchange  program,  in  which  selected  students  may  attend  another 
college  for  a  semester,  and  a  program  for  study  abroad,  in  which  qualified 
students  spend  an  entire  academic  year  at  a  recognized  foreign  university. 
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The  college's  Division  of  Graduate  Studies  and  Continuing  Education 
provides  academic  opportunities  for  adults  of  varying  ages,  interests,  and 
situations  in  life.  Students  in  this  division  may  work  toward  a  degree  or  may 
simply  take  courses  to  meet  a  special  need  or  interest. 

Westfield  State  College  is  located  on  Western  Avenue,  Westfield,  on  227 
acres  of  land  assessed  at  $2,979,900  that  is  owned  by  the  Commonwealth.  The 
college  maintains  three  classroom  buildings,  seven  dormitories,  a  student 
union /library,  a  laboratory  school,  and  an  Astroturf  track  and  field  area, 
which  has  lighting  for  nighttime  use.  These  buildings  are  owned  by  either  the 
Commonwealth  or  the  Massachusetts  State  College  Building  Authority  and  have  a 
total  assessed  value  of  $27,453,200. 


Positions  Bonded 


All  employees  are  bonded  in  the  amount  of  $100,000  under  a  blanket  bond 
maintained  by  the  college. 


